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OFFICE OF TRAINING REGULATION NO, 25-5 | 9 July 1954

SUBJECT:s FPROCEDURES FOR DISPATCH OF TRAINING MATERIALS FOR USE
OVERSEAS BY OTR PERSONNEL

1, POLICY

The following policise ehall go{*ern the dispatch of training | '\_
mterdals for use by OTR instructors scheduled fer TDY assignments overseas:

&, Training materials desired by individual instructors shall
bs kept to a minlmum conscmant with needs of the training program,

b, All training materials for dispateh to the £121d shall be
o appropriately steriliged, .

c. No training materisls shall be dispatched to the field without
5X1 security approval i | ‘

7 d. Treining materials, exce;&t a8 hereinafter noted, shall be
roturned to headquarters upon completion of the training program,

2. RESFONSIBILITIES

i o a, Individual instructors are responsible for aaaexhbiing,
; gterélizing, ard requeating dispatch of training materials to the
leid, .

b. The Research and Development Branch, Flans and Researsh
Steff (RDB/FRS/TR) is responsible for veview and processing such
training materials, and providing guidance on sterilization,

3., PROCEDURES

a, Ipatrﬁétora procseding overseas on TDY assigmments vills

- (1) Assemble aind sterilize trainigg -materials required for
- instructional purposes. These my include lectures; notes, films,
’ public‘ations», graphie aids, ete, E '
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(2) Forvard treining materials with covering memorandum to
RDB/PRS/IR stating proposed use of the materials (e.g., background
informition for instructor's use only, handout to be retained by
trainees, stc.),

(3) Insure that training materials reach RDB/FRS/TR not later
than five weeks prior to date of intended use in the field,

| e (4) Request fleld station personnsl to return treining
| materials to OIR through channels.

b. RDB/FRS/TR wills

N (1) Provide guidance to instructors on sterilization of
| training materials, \ '

(2) Sereen training materials for sensitivity and adequate
sterilizatien,

(3) Obtain security approval | | - 25X1

v |
. (4) Recomend to the Director of Training release of training
" materials to the area branch for dispateh overecas,

- (5) Insure that training materials reach the area braneh
;:tlnterthanfonrueeksprlortodateofintondedusointhe
eld, : ’ :

25X1

— ° PATTHEW BATRD
Director of Training
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| OFPICE  OF TRATNING REGULATION RO, 254 .~ 3 vl i

SUBJECTs SSTABLISHMENC OF POLICY, PROGRAM, RECFONZINTLITT« .
PROCEI'URE” FPOR TRAINING EVALUATIONS -

1. Iyryvoge

_ The primsry porpose of the Training Fvaluation Propema ia e
produce systematic, objestive and cerplete reports eonoerning the work
accomplished by students and personality fuctors snd esmpwionce ovidaesad

duping training.
2. Gsmpere] Poligy

_ Training evaluations will be required ze o pardt of V11 Snutvucs
tien plven by or paid for by the Cemtral Intelligemco Agenay, whothee
gronp or fubtorisl, and whether intermnl er exterzel te the Aganry,
Bxcoptions may be made im specifie ceses iy by the Dirsclor of Timd
Inetructore will provide svaluetione of the students in thelr tlasmes
agcordancs with standsrds 4o be established,

3. Frolested Training Evaluaticn Perrven

_ To ensure the develepment of a meaningfd treining eveluailon
rrogran waieh (a) provides ascurate informstion in 2 menney ol usyied
to consurars and (b) avolds misinterpreteticng whish night prove unnva
sardly prejucdielel to the stv'ent, the fellowlrny program will b fngid

A

5, Frinclples end provedures will be formlsted gpoveiniug
training svaluatione in 211 coupsns of dnstnuwetion.

naals of each course will re developed, Within the
possibilities offercd by ssch sourse, Mhia vill nelvde
the dewvelopment and svplicsticn of teshniquer Tor ob-
servation and weasuremont of slpnificent personality
charagteristics and traita.

¢, A rrogras to test individupla tefors entering a tralning
couwrse will be develored and operaled to permdt eweluastion
of the student's acconriishments in terms of his sapabilitlse,
attitudes and interests, '
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d, Procedures to ensure most efisignt methods of roparh:
student achievements, behavior, end personality shap..
istice, including review of reports and dlsseminmabizn 5o
eppropriate individuals, will be mrepmred and put iuto
effost, These will 4nclude:

g ' {1} Reperting of voutine or stendsrd svelustions.

{2) Ydentifying snd reporting special problems and
spoeial talents while individuale aro in training.

6. Specisl research projects will be conductsd to tnspe
rarizun ugefulnase of training eveluations to all eoncerned.

4. Regponpibilities

. - 8, FEech Divielon and Branch of the Off'ica of Traising will b
o ' , reaponsible fer carrying out those poriicae of the Treining

‘ Evnluation Frogram which awe related to its tralning ¢par.
i . tions, This will i{nelude initiating contast with the

' Ansszament and ODvelustion Stafl vhon mow courses arw lanned
or courass are chinped so thet plans for ap chanres $r teain-
ing evalvations wey be msde,

b, The sleff of instructors in each cowrae has the resronaibilits
for avalunting siudente end cawrying ot sy special e
dgvaloped for & particdlar covrse. The Asseammemb mud Bvelyo.
tion Staff and the Imstructianal SSaffe will wsopwrale in
developing the speeifis proecedwres and toahnlgoes uss
evalnation,

Pidn

5. The Aosceessnt sad Swveluadlon Staf? will bu rosporslidic Jugs

(1) Initfabing tle Tralnling Svalnation Progres sf asach
couree in eeeordancs with prioritfiss esistlisbhs
the Diveetor of Training.

{23 Dwwgloping the Training Gvaluation Frogrom in
sooparation with courae imgtruetors throush workshops
and ather mesns,

(%) Enmuring Shat the Program is pul into opsration wid
thet 1% continues %o opsrete effeetively,

{£} ApoTyiog the rewalts of the ﬁ.saéemmﬁ and weluabion
rro-training testing progran to the evaluwtion o the

student, ' ‘
wde
J | | SEL-RET
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{(5) Implementing and caordinatiag ressarch relativu
to the Training valuation Progran. '

5. Pregedursg

a, To carry out the Treining Bvnluetion Program, mawbara
of the Agsesament and valuatiom Haff will meat with
comrse insbructors or others responsible for CEATLHE T D
ning in confaerences or workehope to develop svaiuatie

procedures determined to bs applieable 4o the couren in -
such arees ag knouledge, skills, sititndes end parsonsl ity
characteristica,

’Cf”‘
&

Until joint ecnfsrences e vorkshops are held, the
Training Evaluetion Repurt form will be developod by
course insirustors. These reports will be preparved on
letter-sise paper end will be wniform with roaspaet Lo
headirgs, minimm content, and sdjsetivel rating syston
used, ‘

¢, Until thess Joint conferemces or workehips are held, 2w
ingtructors will cortlrme to comment upon personality
cheracteristics, tut ne methods for systemptically reiing
and reporting in this oree will be developed.,

€. Dieseminsblon of Treinine Evelostion Reporta
&, Stenderd Heporie

{1} Trofedag valustion Reports will be £illed oud ir
quadruplicate and trensmitted to the Assessment rnd
tralunbica Staff by the Chief Instrustor, For
students vho withdrav from the eouwrss, the Traln
ing Bvalustion Report form w11 be tranemd Gted s
& nolabtion of {the ressen for withdraval

b
o

Irainlag Bveivetfon Bransh wiil revies rapords T
comfosmity with Offiee of Training polisien s prinei;
Por clarity, and for coordinatirm with pelear oy amb-.
saquent training eveluation,

(3} In saparate merorends, he Arseganment amd e :
Sall uill ad” infovrmtion bezsd on inferrstion In
Filea, vhensver pprroprisie.

{4} The Asscasment end traluation Staff will dietributs
copiaga of the Training Tmluation Raport, and whan
epprorwiate, the rerorenda, az follows:
{8} To mijor crpenizational cemponants of thy Agsney,
through Training Officers, or Training linisen OFfasvs
wFe \ |
g B RBnt | | R
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(b} Te Assistant Tyester (Porsennel)} tiwough
apyropriaste offieianls ineinding the Dizeoetss
tﬂf’ miﬁgﬁ S

{6} To the Rwelatiwr, Of ice of Tralnine

.
! , b, Speeldl Repwrta

Lach Chin® Instructes will report to the Assssswant and

sraluation SRaf? of the OFfice of Trelning the progrees

of (1) eny Cffive of Teaining atef” mombsr and {2} any

student vho 1s 4n denpor of falling or who ahows aigne
; of emstional dlstwrbenco, Spseial reports on 0ffles of
: Training stafl neuwbers whose work fe on the avarags 1

than gxnellant vill be made in time o take any nsowes

vorrective action, Reportz on students in danger of
i falling or who show signs of amotional disturbanse gh
be made us goon as these condltions are debecsted, F
ot these stadents «317 inelude & statement of what haw
baen zald %o the ziutent zhout hle DrCETESY.,

7. EProvidiee Jtudents wi : etion oo Precress In Train
V0 E 0 4% T i avim e ] o B PSP S S ” winae § o w s 6
| Uhiaf Instruetors should infern studeuts by reluralng wr
vy work sad throveh Infornal confercaces of the progmoys they sre w
in aohieving the zoele of the ccu Thiz doas not require thab
student be shom the Training e fom Hanawd
= y of A . 58 pq Frop oyt ey T Ieygens
Yo Jog of dsvsseront snd Belvaticn Davsholosiesd B
GChief Ingtyrctors are encouvrss 3 Lo gongndt with the iq
3 ' 3 : L probloms
studenia
i
|
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